NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE

(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM: Scott Gudes
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE: DUS
ADDRESS:
THRU (Liaison Officer): HCHB #6810
Director 14th and Constitution Ave NW
BILLET TITLE: BILLET #: 9310 Washington, DC
Executive Director to the Deputy Under Sec. PHONE NUMBER:  (202) 482-4569
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) O-6 (This block to be completed by liaison officer) ‘
SES IS THIS A NEW BILLET: [ Jves Inw~o
GSIGM EQUIVALENT: BILLET PRIORITY:  []A, B, [Jc. []R
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:
Scott Gudes Deputy Under Secretary (202) 482-4569

EDUCATIONAL REQUIREMENTS:

Knowledge of NOAA line and staff office responsibilities. Ability to provide effective leadership in carrying out NOAA's
mission. Demonstrated experience in budget formulation and execution. Familiarization with the Department of Commerce
and NOAA Strategic Plans. Thorough knowledge of NOAA's Diversity and EEO plans and activities.

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

The incumbent of this position serves as the EDDUSA for O&A. In this capacity, the incumbent is a key advisor to the Under
Secretary and DUS on all program and policy issues with responsibility for insuring that the staff work and resources are
properly marshalled to insure the timely and effective implementation of the US and DUS's objectives and policies. The
incumbent assists the DUS in line management responsibility for the day-to-day operation of NOAA's Line and staff offices.
The incumbent acts for the DUS in his absence, and on a daily basis, has the authority to speak and make decisions for him.

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet? |:| YES |:| NO
b. If so, state number and grade of personnel supervised. Number: Grade(s):

Recommends policy and program initiatives; oversees the development of policies and programs to meet the objectives of
the Under Secretary.

Coordinates actions required of the Agency. Serves as the liaison representative of the Under Secretary with the DoC.
Develops, plans and coordinates major programs of joint effort. Helps define the respective roles and responsibilities for
discharging the obligations of the Agency. Exercises delegated authority in committing the Agency to courses of actions.
Assist the Under Secretary in the administration of programs and operations of the Agency. Ensures that established
programs and operations are administered in accord with the Under Secretary. Exercises delegated authority to effect the
resolution of program and policy issues that arise between the Line and Staff Offices of the Agency.

Return to Billet Description List
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3. CAREER DEVELOPMENT OPPORTUNITIES:

The billet afford the opportunity to gain exposure to, work with, and alongside the top management of NOAA, and at times the
DoC, thus allowing the incumbent to guide NOAA's direction.

Incumbent will gain a broad based knowledge of all the programs of NOAA.

The incumbent will develop an understanding of the concerns and issues affecting both the DoC and NOAA.

4. ADDITIONAL COMMENTS:

Represents the Under Secretary when a specific action needs to be taken.
Provides supervision and oversight for the PCO. Incumbent is in charge of the PCO staff.

Provides budget and resource management oversight to all NOAA HQ Staff Offices; prepares annual budget plan for the staff
offices.

Works closely with Time office DAA to address NOAA wide management and resource allocation issues.

Resolves personnel and resources staff issues involving HQ offices. Works closely with Staff Office Directors to ensure
accomplishments of office goals and objectives are met annually.

Undertake special projects and activities in support of the DUS and NOAA.

SIGNATURE OF SUPERVISOR: DATE:
06/18/1999
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